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ABSTRACT 

Developed through a modified DACUM (Developing a 
Curriculum) process involving business, industry, labor, and 
community agency representatives in Ohio, this document is a 
comprehensive and verified employer ccsipetency profile for building 
and property maintenance occupations. The list contains units (with 
and without subunits) , competencies, and competency builders that 
identify the skills needed to enter those occupations. The 
occupational, academic, and employability skills for this occupation 
or occupational area are included. Within the outline are three 
levels of items: core, advancing, and futuring. Core items identify 
the knowledge, ckills, and attitudes essential for entry-level 
employment. These items are required to be taught and will he the 
basis for questions on the state vocational caspetency tests. 
Advancing items identify the knowledge, skills, and attitudes needed 
to advance in the occupation; futuring items identify the knowledge, 
skills, and attitudes needed to enter and remain in a given 
occupation 3 to 4 years from now. Titles of the 11 units are as 
follows: basic procedures; carpentry applications and repairs; 
roofing applications and repairs; ceramic tile; nasonry applications 
and repairs; electrical installations and repairs; plumbing 
installations and repairs; welding and cutting operations; heating, 
ventilation, air conditioning, and refrigeration installations and 
service; painting and 4»allpapering; and employability skills. 
(YLB) 
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What is OCAP? 



"A comprehensive and \eritie(i fmplt)yer competency list will developeti And kept current iov each 
progmni" This is the second objec-tive ot Im^Teraiive 3 of the Aciion Flan forAi whrurim! the Minienuzaium oi 
\ 'ncanomiiEihu unon: ( Ohio's Fumnun U oz-A. Ohio s Competency Analysis Protlle (( K^AP) lists arc the Div isitni 
of V<x-ational and (\ireer Hducaiion s response to that objective. (X\\P lists evoive from a imxlitled DAl "I 'M 
process invoh iny business. indusir> . labor, and community agency represeniatives trom ihrouuhoui Ohio. Hie 
OCAP process is directed by the Vivaiional Instructional Materials Laboratory at Tlie Ohio State I niversiiy s 
Center on Education and Training for Kmplo\ iTJent. 

How is OCAP used? 

Each (X'AP contains units i u iih and w iihout subunits !. ctmipeiencies. and coiiipetency builders thai iileniify 
the occupational, academic ami empioyabiiity skills ncetied to enter a given tKcupation or (vcupauonai area. 
Within that outline there are i!iree levels of items: coi^. advancmg. and futunnt:. Core items itlefuily the 
knowledge, skills, and attitudes essential for entry-level employment. Tliese items will Ix? the basis for i]uesi}o«is 
on the Slate vixational competency tests ( sc heduled to begin in school year 1 W'^)'X ). Ad . ancin g items ( mijrked 
with one asterisk ) identify the knowlalg*.'. ^kil's. and attitudes needed to atlvance in a given occupation. I "uturinu 
items( marketi with two asterisks i identif v the knowledge, skills, and attitudes needed to enter and remaui in a gi\ vMi 
(xcupation three to four years from now. 

Schmil districts may aikl as many units, subunits, competencies, and/or competency builders as desired to 
reflect local employment needs, trends, and specialties. Local advisory committees should W acti\ ely invoi\ ed 
in the identification and verification of additional items. Using OCAP lists, instructors w ill Ix- able to f<^miulate 
their vocational courses of study and monitor competency gains via the neu' criterion-referenced competency 
testing program that will Ix* diratl> tied to the competencies identified on the (X'AP lists. 

*\cademic lompetentifs ha^e not hetn idrntili;"! fur all (M AIN. Ai a later dale math, communkaiion. and sriinn- 
iompetencie«» will be released. 

The Kmpluyabilily Skills portion of this list was verified by the following employer panel: 

Ciary J. Corrigan. Dana Corporaiion. Ottawa Lake. Michigan 
Daviti Crooks, liowlifisi (hccn State Ihmrrsity Vnion Food Si'i'viir. Bowlini: (ireen. ( )hio 
Pal Doerman. Famnv's Harley-DaviiLson, C\ilumbus. ( )hii> 

William (jockenbach. Kaisvr Alumitmtn. Heath. Ohio 
Patsy 1 lathav\ay. ( 7^5 Pirsotmcl Si'mci's. Im\. Dayton. Ohio 
Marlyn Hurman. Marlyn Hannan & Associati's. Clev eland. Ohio 

Thomas R. Hyldahl. Tok'ih FJison, Toledo. Ohio 
Carol C. James. Ohii) Contractars Assoi iation. Columbus. Ohio 
.lames Mack. Chtysicr Jeep Assembly. Toledo. Ohio 
Kockv McCt>y. Ironton-lAin ienre i 'o. Comnmnity Aetiofi < )r\:ani:utii>n. Irontoi^. ( )hio i 
James Xeeils. //nJependent Crop Fnuiueer. I'pper Sandusky. ( )hio '; 
Konakl Siinmons. Fsmner GM E.urutive. Warren ( )hio ; 
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Unit 1: Basic Procedures 

Competency 1.0.1: I'se personal safety equipment according to 

Occupational Safety and Health Administration 
(OSHA) standards 

CompereiH v BuiUhrs: 

1 .0. 1 . 1 View graphic audiovisual materials regarding safely 

1 .0, 1 .2 Wear side-shield safety glasses 

1.0.1.3 Wear ear protection 

1.0.1.4 Wear approved footwear 

1.0.1.5 Wear haid hat 

1 .0. 1 .6 Wear appropriate dust mask 

1.0.1.7 Wear appropriate clothing 

1.0.1.8 Secure long hair 

Competency 1.0.2: Use safety and fire equipment acctrdlng to 

manufacturer's specifications 

Compewniy HuUders: 

1 .0.2, 1 Check jx)wer sources for potential hazards 
1 .0.2.2 Locate and use fire extinguishers 
1 .0.2.3 Demon.strate basic first-aid techniques 
1 .0.2.4 Use power-kill switches 
1 .t).2.5 Check all safety apparatus and equipment 
1 .0,2.6 Use safety apparatus and equipment 
1 .0,2.7 Conduct routine safety inspections 
1 .0,2. N Demonstrate lockout prcxedures 

Competency 1.0.3: Identify, handle, use, and dispose of hazardous 

materials 

C 'ompi'Wmy Buihlers: 

1 .0.3. 1 Read material safety data sheet (MSDS) for each hazardous material 
1 .0.3.2 Fohow procedures specified on MSDS regarding substance handling and safety 
apparatus required 

1 .0.3. 3 Dispose of hazardous materials according to E/ivironmental Protection Agency 
(EPA) specifications 
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Comoetencv 1.0.4: Use, handle, and store tools, materials, and 
^.ompeiency equipment according to manufacturer's specifications 

and OSHA standards 

ConuH'ti'iny Buihiery. 

1 .0.4. 1 Identify potential haziirds of hand tools 

1 .0.4.2 Demonstrate safe use of hand tools 

\{)A^ Denwnstrate safe handling and lifting methods 

1 .0.4.4 Identify potential hazards of power tools and equipment 

1.0.4.5 Operate power tools 4 

1.0.4.6 Operate power equipment (y 

\ .0.4.7 Maintain aiKi check all hand tools 

10.4.8 Maintain and check all power equipment 

1 .0.4.9 Detnonsrate pride in use and care of equipment and si ppl jcs 

Competency 1.0.5: Troubleshoot maintenance probltms according Ui 

established procedures 

Compewmy Builders: 

1 .0.5, 1 Obtain all available information about problem 

1.0.5.2 Document problem 

1 .0.5.3 Perform multisensory inspection 

1 .i ) . 5 . 4 Perform operational checks 

1 .(> 5.5 Refer to specifications manuals 

1.0.5.6 Review maintenance records 

1.0.5.7 Identify specific problems 

Competency 1.0.6: Perform preventive maintenance according to 
^ ^ manufacturer's specifications and/or outside 

authorities with jurisdiction (e.g., building 
inspectors, zoning inspectors) 

Connu'tem y Builders: 

1 .0.6. 1 Create maintenance records 

1 .0.6. 2 Review past maintenance records 

1 .0.6.3 Follow preventive maintenance schedule 

1 .0.6.4 Refer to preventive maintenance manuals 

U).6.5 Log preventive maintenance performed 

Unit 2: Carpentry Applications and Repairs 

Competency 2.0 J: Use instruments and tools for layout work 

Competency Builders: 

2.0.1.1 Use measuring tape 

2,0. 1.2 RejKl measuring tape 

2.0. 1 .3 Use framing square 

2.0. 1 .4 Use level 

2.0.1.5 Use plumb bob 

2,0.1.6 Use chalk box 

2.0. 1 .7 Use combination square 
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Competency 2.0.2: Waterproof foundations according to local codes 

Con^h'WncyBuHdi'ns: 

2.0.2.1 Clean walls 

2.0.2.2 Fill holes wilh proper material 

2.0.2.3 Apply material 

Competency 2.0.3: Construct forms for slabs and paving according to 

local codes 

Compett'ih y Huihhrs: 

2.0.3.1 Determine job requirenwnis 

2.0.3.2 Calculate paving materials needed 

2.0.3.3 Level txi.se material 

2.0.3.4 Lay out and erect forms 

2.0.3.5 Brace forms 

2.0.3.6 Install reinforcing material 

2.0.3.7 Remove forms 

Competency 2.0.4: Construct and install sills and sill sealer according to 

manufacturer's specifications 

Competem v Huilden: 

2.0.4.1 Determine job requirements 
2.0.4.2 Select materials 
2.0.4.3 Clean top of wall 
2.0.4.4 Cut sealer to lengths 
2.0.4.5 Cut sill 
2.0.4.6 Fasten sill in plate 

Competency 2.0.5: Krect girders, beams, and columns* 

C 'ompi'tt'iu y BmUk'ts : 

2.0.5. 1 Install columns* 
2.0.5.2 Install temporary braces* 
2.0.5.3 Install girders or beams* 

Competency 2.0.6: Sister and replace floor joists according to applicable 

codes or to match existing construction 

Compi'Wmy BuUders: 

2.0.6. 1 Determine job requirements 

2.0.6.2 Lay out floor joist 

2.0 6.3 Cut floor joist 

2,0.6.4 Install joist headers and trimmers 
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Competency 2.0.7; Install and/or replace bridging according to local 

codes 

Ompetemy Builders: 

2.0.7. 1 Determine job requirements 

2.0.7.2 Cut bridging 

2.0.7.3 Install X-bridging 

Competency 2.0.8: Lay out walls and rough openings according to 

blueprint specifications 

ContfMemy Builders: 

2.O.K. 1 Determine job requirements 

2.0.X.2 Prepare subfloor 

2.0.S.3 Strike wail lines 

2.0.S.4 Locate and mark rough openings 

Competency 2.0.9: Remove and replace roof sheathing to match original 

specifications 

Competency Builders: 

2.0.9. 1 Lay out sheathing 

2.0.9.2 Cut sheathing 

2.0.9.3 Install sheathing 

2.0.9.4 Lay out and install saddles and crickets* 

Competency 2.0.10: Install doors, windows, and hardware according to 

manufacturer's specifications and local codes 

Competency Builders: 

2.0. 1 0. 1 Determine job requirements 

2.0.10.2 Measure for door unit 

2.0.10.3 Obtain door unit 

2.0. 10.4 Replace thresholds 

2.0. 10.5 Install door unit and hardware 

2.0. 1 0.6 Verify door schedule 

2.0.10.7 Install frame 

2.0.10.S Fit and hang door 

2.0. 10.9 Install stop and casing 

2,0.10.10 Install lock set 

2.0. 1 0. 11 Cut and install stool 

2.0. 10. 1 2 Install side casing 

2.0. 10. 1 3 Install head casing 

2.0.10.14 Install apron 

2.0.10.15 Repair doors and trims 

2.0. 10.16 Measure for window unit 

2.0.10.17 Obtain window unit 

2.0. 1 0. 1 S Install window unit and hardware 

2.0. 10.19 Repair windows and ti\m 

2.0. 10.20 Install weather stripping 
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Cumpetency 2.0.11: Replace ur repair fascia, soffits, frieze buard, and 

moldings tu match original construction 

Competem y Builders: 

2i).\\ .\ Match fascia 

2.0.11.2 Install fa.scia 

2.0. 1 i .3 Match soffit materiuis 

2.0. 1 \ .4 In.stall soffits 

2. {).]]. 5 Match moldings and frieze board 

2.0. 1 1 .6 Cut and install moldings and frieze board 

Competency 2.0.12: Repair exterior wall tu match existing surface 

ComiH'tt'ncy BiiiUkr.s: 

2.0. 12.1 Assemble materials for wall finish 
2.0. 1 2.2 Lay out and install wall material 

2.0. 1 2.3 Replace damaged or worn sections of wooden lap siding or side shingles 
2.0. 1 2.4 Replace damaged sections of alummurn/vinyl/steel siding 

Competency 2.0.13: Replace gutters and downspouts according to 

manufacturer's specifications and local codes 

( ompeU'ih y Builders: 

2.0.13.1 Lay out gutters 

2.0. 1 3 2 Cut and install gutters 

2.0. 1 3.3 Cut and in.stall downspouts 

Competency 2.0.14: Ventilate attic and crawl spaces* 

ContpeU'iu y Builders: 

2.0. 14. 1 Detennine job requireinents* 
2.0.14.2 Select inaterials* 
2.0.14.3 Install vents* 

Competency 2.0.15: Install thermal insulation and vapor barriers* 

Compewm y Builders: 

2.0. 1 5. 1 Detennine job requireirients* 
2.0. 1 5.2 Select materials and fasteners* 
2.0. 1 5.3 Install outer vapor barrier* 

2.0. 1 5.4 Install insulation according to (Xcupational Safety and Health Administrat'.m 

(OSH A) standards* 
2.0. 1 5.5 In.slall inner vapor barrier* 
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Competency 2.0.16: Superinsuiate structures* 

Competency Builders: 

2.0.16.1 Determine job requirements* 

2 .0 . 1 6. 2 Select materials and fasteners* 

2.0. 1 6.3 Install batts in walls* 

2.0. 1 6.4 Install two layers of R-30 insulation in ceiling* 

2.0. 16.5 Install vapor barrier* 

2.0. 1 6.6 Install plastic foam boards or sheets* 

2.0. 1 6.7 Blow in insulation* 

Competency 2.0.17: Hang and finish dry wall on wimmI framing or metal 

studs according to local codes 

Competency Builders: 

2.0.17.1 Determine job requirements 

2.(1. 17.2 Determine installation n^thod 

2.0.17.3 Determine type of fastener and drywall compound 

2.0.17.4 Measure and cut drywall panels 

2.0. 1 7 . 5 Fasten drywall panels 

2.0. 1 7.6 Seal joints and fill depressions 

2.0. 17.7 Sand, coat, and finish drywall 

2.0. 1 7 .X Patch and refinish drywall surfaces 

Competency 2.0.18: Install wall paneling according to manufacturer's 

specifications 

Com, etency Builders: 

2.0.18.1 Determine job requirements 
2.0. 18.2 Determine installation method 
2.0.18.3 Measure and cut paneling 
2.0.18.4 Fasten paneling to wall 
2.0. 18.5 Install finish moldings 
2.0.18.6 Fill naU holes 

Competency 2.0.19: Install suspended ceilings according to 

manufacturer's specifications 

Competency Builders: 

2.0.19.1 Determine job requirements 

2.0.19.2 Select niaterials 

2.0.19.3 Lay out ceiling line 

2.0. 1 9.4 ln.stall edge moldings 

2.0.19.5 Hang wires 

2.0. 19.6 Cut and install grid system 

2.0. 1 9.7 Install ceiling panels 

2,0.19.8 Repair suspended ceilings 
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Competency 2.0.20: Install finish flooring according to manufacturer's 

specifications 

OmiiH'U'ury Huilik'fw: 

2.0.20.1 Determine job requirentents 

2.0.20.2 [^temiine installation method 

2.0.20.3 Cut and install underlayment 

2.0.20.4 Lay out centerlinc 

2.0.20.5 Spread adhesive material 

2.0.20.6 Install floor tile 

2.0.20.7 Install kick strips 

2.0.20.x Detemiine requirements for wood flooring 

2.0.20.9 Prepare subfloor 

2.0.20. 10 Install building paper over subfloor 

2.0.20. 1 1 Repair flooring and subflooring 

Competency 2.0.21: Install baseboard and moldings to match existing 

installation 

Competency BmUlen: 

2.0.21.1 Determine job requirements 

2.0.2 1 .2 Cut and install baseboard and shoe mold 

2.0.2 1 .3 Cut aiid install crown mold 

2.0.2 1 .4 Cut and install chair rail 

Competency 2.0.22: Install cabinets acci>rding to project specificattons 

Competetuy Rulhlers: 

2.0.22. 1 Detemiine job requirements 

2.0,22.2 Verify cabinets received with r«|uirements 

2.0.22.3 Determine electrical and plumbing clearances 

2.0.22.-* Check squareness and plumb of walls 

2.0.22.5 Check level of floor 

2.0.22.6 Set ba.se unit cabinets in kxation 

2.0.22.7 Fasten base cabinet sections together 

2.0.22.x Attach cabinets to walls 

2.0.22.9 Locate and mark studs for wall units 

2.0.22. 10 Mark and drill backrail to match stud Uxaiion 

2.0.22. 1 1 Tasten sections together 

2.0.22.12 Repair cabinets 

2.0.22. 1 3 Repair wall and base cabinets 

2.0.22. 1 4 Repair countertops 

2.0.22.15 Install shelves 

2.0.22. 1 fi Replace recessed inedicine cabinets 

2.0.22. 1 7 Install clo.set accessories 
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Competency 2.0.23: Replace windows and doors according to project 

specifications 

Competency Builders: 

2.0.23. 1 Determine aze and type of unit 
2.0.23.2 Remove existing unit 
2.0.23.3 Adjust rough opening 
2.0.23.4 Position and attach unit 
2.0.23.5 Insulate and seal around unit 
2.0.23.6 Cut, position, and attach steps 

Competency 2.0.24: InsUll or replace storm windows and doors 

according to project speciflcations 

Competency Builders: 
2.0.24.1 Selmunit 

2.0.24.2 Position and attach storm windows 
2.0.24.3 Position and attach door units 

Competency 2.0.25: Install garage doors and power units according to 

manufacturer's specifications 

Competency Builders: 

2.0.25. 1 Select garage door unit 

2.0.25.2 Construct garage door franw 

2.0.25.3 Position and attach garage door unit 

2.0.25.4 Install garage door power unit 

Competency 2.0.26: Install porches and decks* 

Competency Builders: 

2.0.26.1 Determine job requirements* 

2.0.26.2 Lay out deck perimeter according to job specifications* 

2.0.26.3 Set posts* 

2.0.26.4 Plumb and brace posts* 

2.0.26.5 Tamp in and/or cement posts* 

2.0.26.6 Cut, position, and attach frame materials* 

2.0.26.7 Cut, position, and attach deck materials* 

2.0.26.8 Cut, position, and attach railing* 

2.0.26.9 Replace boards on balconies, decks, poiches, and .stops 

Competency 2.0.27: Install shutters 

Competency Builders: 

2.0.27. 1 Position and attach exterior decorative shutters 
2.0.27.2 Position and attach interior shutters 
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Competency 2,0.28: Frame wood and metal wall partitions according to 

project specifications 

Comfwtem y Builders: 

2.0.28. 1 Eteteirnine job requirements 

2.().2X.2 l^y out, cut, and install plate and header or metal track 
2.0. 28. 3 Lay out, cut, and install studs 



Unit 3: Roofing Applications and Repairs 

Competency 3.0.1: Install dripedge and flashing 

Corttfwwmy Builders: 

3,(M,I Determine job requirements 

3.0. 1 .2 As.semble materials for drif^dge and flashing 

3.0.1,3 Install dripedge 

3.0. 1 .4 Bend dripedge to fit pitch of roof 

3.0.1.5 Install flashing 

Competency 3.0.2: Install and/or replace shingles and caj^ according to 

manufacturer's specifications and building plans 

Compeh'iu y Builders : 

3.0.2. 1 Select materials 

3.0.2.2 Determine installation nwthod 

3.0.2.3 Determine scaffolding and/or roof jack requireitients 

3.0.2.4 Erect scaffolding according to Occupational Safety and Health Admini.siration 

(OSHA) .standards 
3.0.2.5 Install valleys 
3.0.2.6 Install starter .strip 
3.0.2.7 Install first course of shingles 
3.0.2. S Install roof jacks 
3.0.2.9 Install .succeeding courses of shingles 
3.0.2. 10 Install hip and ridge caps 
3.0.2, 1 1 Repair leaks and damaged areas 
3.0.2. 1 2 Replace damaged shingles 
3,0.2. 13 Reroof over existing shingles 

Competency 3.0.3: Install and repair roll rooHng according to 

manufacturer's specifications and building plans 

Competemy Builders: 

3.0.3. 1 Seltxl materials 

3.0.3.2 Detcmiine in.stallation iT)etho{1 

3.0.3.3 Detennine scaffolding and/or roiif jack requireirjenis 

3.0.3.4 Erect scaffolding according to OSHA standards 

3.0.3.5 Install felt paper and valleys 

3.0.3.6 Strike line for first strip 

3.0.3,7 Install starter strip 

(continued) 
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(continued) 

3.0.3.8 Install roof jacks according to OSHA standards 
3.0.3.9 install succteding strips 
3.0.3.10 ln.stall ridge cap 
3.0.3. 1 1 Repair rolled roofing 

Competencv 3.0.4: Install or replace wood shingles according to 

manufacturer's specifications and building plans 

Competency Builders: 

3.0.4,1 Select materials 

3 .0.4.2 Determine installation method 

3.0.4.3 Determine scaffolding and/or roof jdck requirements 

3.0.4.4 Erect scaffolding according to OSHA standards 

3.0.4.5 Install underlay 

3.0.4.6 Install valleys 

3.0.4.7 Install starter course 

3.0.4.8 Install doubler course . 

3.0.4.9 Strike chalk line or attach temporary straightedge 

3.0.4.10 Install shingles 

3.0.4. 1 1 Install shingles around flashing and vents 

3.0.4. 1 2 Install ridge cap shingles 

3.0.4.13 Repair leaks and damaged areas 

3.0.4. 1 4 Replace damaged shingles 

Unit 4: Ceramic Tile 

Competency 4.0.1: Maintain ceramic tile surfaces 

Competency Builders: 

4.0. 1 . 1 Prepare and clean surface 
4.0.1.2 Reset loose tile 
4.0.1.3 Regrouttile 
4.0.1.4 Reseal surface 

Competency 4.0.2: Replace section of tile surfaces 

Competency Builders: 

4.0.2. 1 Remove damaged section(s) 

4.0.2. 2 Make necessary substructure repairs 

4.0.2.3 Prepare and clean substructure 

4.0.2.4 Install replacement tile 

4.0.2.5 Grout tile 

4.0.2.6 Seal tile 
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Unit 5: Masonry Applications and Repairs 

Competency 5.0.1: Demonstrate use of basic masonry tools 

Compewmy Builders: 

5.0. 1 . 1 Identify masonry tools 
5.0.1.2 Use and maintain masonry tools 

Competency 5.0.2: Prepare mortar according to project requirements 

Compete m y Builders : 

5.0.2.1 Mix mortar manually 
5.0.2.2 Mix mortar mechanically 
5.0.2.3 Place mortar on boards 

Competency 5.0.3: Establish work area 

Competem y Builders: 

5.0.3. 1 Identify materials and Icxation 
5.0 3.2 Clean and level work area 

Competency 5.0.4: Stock wall for repair according to project 

specifications 

Competemy Builders: 

5.0.4. 1 Identify materials needed for each job 
5.0.4.2 Place materials for each job 
5.0.4.3 Prepare mortarboards and stands 

Competency 5.0.5: Identify bond pattern 

Competvm y Builders: 

5.0.5. 1 Identify various bond patterns 
5.0.5.2 Re-lay wall in specific bond pattern 

Competency 5.0.6: Manage files* 

ComiH'femy Builders: 

5.0.6.1 Maintain records* 

5.0.6.2 Maintain warranty contracts* 

Competency 5.0.7: Estimate needed materials and cmt* 

C<ymjH'tem y Builders : 

5.0.7. 1 Calculate square feet* 

5.0.7,2 Calculate number of bricks in a wall of given dimensions* 
5.0.7.3 Calculate number of blocks in a wall of given dimensions* 
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Competency 5.0.8: Repair rowlock windowsill according to project 

specifications 

Competency Builders: 

5.0.8.1 Cut brick to size 

5.0.8.2 Mmntain degree of slope 

5.0.8.3 Maintain level 

5 .0.8.4 Tool joints to match existing joints 

Competency 5.0.9: Repair jamb according to project specifications 

Competency Builders: 

5.0.9.1 Maintain correct dimensions 

5.0.9.2 Lay o»:t stretcher 

5.0.9.3 Lay jamb units to predetermined height 

5.0.9.4 Maintain bond 

5.0.9.5 Maintain level and plumb 

5.0.9.6 Tool joints to match existing joints 

Competency 5.0.10: Install or replace lintels according to project 

specifications 

Competency Builders: 

5 .0. 1 0. 1 identify types of lintels 
5.0.10.2 Position lintels 
5.0.10.3 Set lintels 

Competency 5.0.11: Set window frame according to project specifications 

Competency Builders: 

5.0.11.1 Use level 
5.0.11.2 Clean .sash slots 
5.0.11.3 Install window 
5.0.11.4 Install lintel and crossover 

Competency 5.0.12: Set door frame according to project specifications 

Competency BuiUlers: 

5.0.12.1 Use level 

5.0.12.2 Interpret blueprints 

5.0.12.3 Install lintel and crossover 

5.0.12.4 Install door frame and anchors 

Competency 5.0.13: Build block wall 

Competency Builders: 

5.0. 1 3. 1 Follow drawing specifications 

5.0.13.2 Uy block 

5.0.13.3 Install reinforcing 

5.0. 1 3.4 Parge and waterproof wall 
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Competency 5.0.14: Tuck-puint masonry wall consistent »v:*li existing 

structure 

Competency BuihJers: 

5 .0 . 1 4 . 1 Determi rjcd source of problem 

5.0. 1 4.2 U.se lucking tools 

5.0.14.3 Use joint tools 

5.0. ! 4.4 Remove mortar ami clean joints 

5.0. 14.5 Point and fini.sh joints 

Competency 5.0.15: Lay glass blocks* 

ConuH'tenvy Builders: 

5.0.15.1 Measure oi^ninii* 

5.0.15.2 Chase bond* 

5.0. 1 5.3 In.stall spacers* 

5.0.15.4 Set block* 

5.0.15.5 Use grout bag or tuck joints* 

Competency 5.0.16: Install flashing* 

Competem y Builders: 

5.0. 1 6. 1 Mea,sure rrwtal* 

5.0.16.2 Cut metal* 

5.0.16.3 Bend metal* 

5.0.16.4 Attach metal* 

5.0. 1 6.5 Caulk and seal metal* 



Unit 6: Electrical Installations and Repairs 

Competency 6.0.': Demonstrate knowledge of National Electric Code 

(NEC) 

Competem y Builders: 

6.0. 1 . 1 Obtain required information from NEC 
6,0. 1 .2 Use NEC to determine correct materials 
6.0. 1 .3 Use NEC to determine correct methods 
6.0. 1 .4 Use NEC to determine correct applications 
6.0. 1 .5 Use NEC to determine correct safety procedures 

Competency 6.0.2: Read and interpret drawings and specifications 

( ^ompetem y Builders: 

6.0.2, 1 Notify utility company as needed 

6.0.2,2 Identify lines and symbols 

6,0.2.3 Interpret and comply with local codes 

6,0.2.4 Identify contractor's responsibilities 

6.0.2.5 Develop list of needed materials 
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Competency 6.0.3: Plan and lay out job 

Competency Builders: 

6.0.3.1 Visit work site 

6.0.3.2 Draw sketch 

6.0. 3.3 Calculate individual circuit loads 

6.0.3.4 Determine number of outlets per circuit 

6.0.3.5 Detemiine special outlet requirements 

Competency 6.0.4: Estimate materials* 

Competency Builders: 

6.0.4. 1 Identify materials for given job* 
6.0.4.2 Calculate quantities of materials needed* 
6.0.4.3 Ol^in catalog and price lists* 
6.0.4.4 Compute cost estimate for materials* 

Competency 6.0.5: Install and rough-in wiring according to NEC and 

local cod^ 

Competency Builders: 

6.0.5.1 Install wiring 
6.0.5.2 Install wire in boxes 
6.0.5.3 Install ground 
6.0.5.4 Make splices 

6.0.5.5 Install light circuits for single-pole switches 
6.0.5.6 Install light circuits w iih three-way switches 
6.0.5.7 Install light circuits with four-way switches 

Competency 6.0.6: Finish wiring according to NEC and local codes 

Competency Buil(krs: 

6.0.6.1 Install fixmres ^^^^^ 

6.0.6. 2 Install devices and covers to include ground fault interrupt (GFI) receptacles and 

breakers 

6.0.6.3 Check and test installation 
6.0.6.4 Connect appliances 

Competency 6.0.7: Use test equipment according to manufacturer's 

directions 

Competency Builders: 

6.0.7 . 1 Measure with digital voH ohm multimeter (DVOM) 
6.0.7.2 Measure with analog volt ohm multimeter kaVOM) 
6.0.7 . 3 Measure with voltage tester 
6.0.7.4 Use outlet tester 
6.0.7.5 Use ampere n^r 
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Competency 6.0,8: Maintain electrical systems according to building 

blueprint speciflcations, NEC, and local codes 

Competency Builders: 

6.0.8. 1 TrouWeshoot and diagnose failure* 

6.0. K. 2 Rq>air incandescent and fluorescent light fixtures 

6.0.x, 3 Repair relays and tirr^r 

6.0.x. 4 Replace faulty wiring 

6.0.x. 5 Replace fuses 

6.0.x. 6 Repair battery backup emergency lighting systems 

6.0 . X . 7 Rejjair generator backup emergency lighting systems* 

6.0.X.8 Reset bieakers ^ ^ b b y 

6.0. X. 9 Test tir juits and GFI devices 

6.0. X . 1 0 Replace i-icuit breakers to include GR breakers 

6.0.x. 1 1 Replace basic electrical con^nents 

6.0.x. 1 2 Maintain power systems* 

6.0.x. 1 3 Install lighting confrol devices 

6.0.x. 1 4 Repair high-pressure sodium lighting* 

Competency 6.0,9: Analyze blueprints to identify circuit function* 

Competency Buiiders: 

6.0.9. 1 Ra'ognize electrical symbols* 

6.0.9.2 Interpret blueprints and wiring programs* 

Competency 6.0.10: Trace circuits to locate problem* 

Competency Buiiders: 

6.0. 1 0. 1 Identify circuit type or subsystem* 
6.0. 1 0.2 Locate specific ciauits accxnding to diagram* 
6.0. 1 0.3 Utilize proper troubleshooting technique* 
6.0. 1 0.4 Replstt,-e faulty coir^nent* 

Competency 6.0.11: Install security and energy-management systems* 

Comjyetency Builders: 

6.0. 11.1 Comply with local and state codes* 

6.0. 1 1 .2 Lay out system* 

6.0. 11.3 Install and verify system* 

Competency 6.0.12: Service security and energy-management systems* 

Competency Builders: 

6.0. 1 2, 1 Check system operation* 

6.0.122 Troubleshoot malfunction* 

6.0. 1 2.3 Maintain functioning system* 

6.0. 1 2.4 Replace faulty components* 



Advancing 1 5 



1 



^ ** Futuring 
ERIC 



Building and Property Maintenance-^/92 



Competency 6.0.13: Analyze schematics to identify circuit function* 

Competency Builders: 

6.0.13.1 Rwognize electrical symbols* 

6.0. 1 3.2 Interpret schematic reading and wiring programs* 

Competency 6.0.14: Trace circuits to locate problems* 

Competency Builders: 

6.0. 1 4. 1 Identify circuit type or subsystem* 

6.0. 1 4.2 Locate specific circuits according to diagram* 

6.0. 1 4.3 Utilize proper troubleshooting technique* 

Competency 6.0.15: Use soldering tools according to manufacturer's 

directions 

Competency Builders: 

6.0. 1 5. 1 Wear £^)iwoved eye protection 

6.0. 1 5.2 Select appropriate soldering tools and supplies 

6.0. 1 5.3 Perform soldering and desoldering techniques 

Competency 6.0.16: Install energy-manager. lent system** 

Competency Builders: 

6.0. 1 6. 1 Install and verify system** 

6.{^ 1 6.2 Analyze power factor correction equipment** 

Competency 6.0.17: Maintain appliances according to manufacturer's 

specifications 

Competency Builders: 

6.0. 17.1 Repair electric ranges and ovens 

6.0.17.2 Repair washers and dryers 

6.0.17.3 Repair dishwashers 

6 .0. 1 7 .4 Repair refrigerators 

6 .0. 17.5 Repair or replace disposer units 



Unit 7: Plumbing Installations and Repairs 

Competency 7.0.1: Prepare and install piping systems according to 

manufacturer's specifications and local codes 

Campetem y Builders: 

7.0.1.1 Interpret drawings 

7.0.1.2 Measure and cut copper pipe 

7.0.1.3 Ream copper pif^ 

7.0. 1 .4 Prefit copper pipe with connectors 

7.0.1.5 Sweat copper pipe 

7.0. 1 .6 Measure, cut, and fit polyvinyl chloride (PVC) pipe 

(continued) 
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(continued) 

7.0. 1 .7 Measure and cut steel pipe 
7.0. 1. K Ream and thread steel pipe 
7.0.1.9 Install poly buty lene pipe and fittings 



Competency 7.0.2: Install plumbing fixtures according to manufacturer s 

specifications and local codes 

Competency Builders: 

7.0.2. 1 InterfM-et drawings 

7.0.2.2 Install water closets 

7.0.2.3 Install sinks 

7.0.2.4 Install faucet assemblies 

7.0.2.5 Install and maintain tubs and shower enclosures 

7.0.2.6 Connwt aixl maintain drains and traps 

7.0.2.7 Install wat^ pumps 

7.0.2. K Install el^:tnc and gas hot-water heaters 

7.0.2.9 Ptrform leak tests 

7.0.2. 1 0 Insulate pipes 

7.0.2. 1 1 Perform back-flow test procedures 

7.0.2.12 Install disposer units 



Competency 7.0.3: Maintain plumbing installations according to 

manufacturer's specifications and local codes 

Competency Builders: 

7.0.3.1 Repair float valves 

7.0.3.2 Open clogged drains 

7.0.3.3 Repair copi^ pi{^ 

7.0.3.4 Repair PVC pipe 

7.0.3.5 Repair faucets arKl valves 

7.0.3.6 Change water filters and screens 

7.0.3.7 Regulate water levels, pressures, and temperaUires 

7.0.3.8 Service chlorinators 

7.0.3.9 Repair water heaters 

7.0.3.10 Maintain compressed-air systems 

7.0.3. 1 1 Maintain ftcezc traps 

7.0.3. 1 2 Maintain garage interceptors 



Unit 8: Welding and Cutting Operations 

Competency 8.0.1: Use arc welding equipment 

Ccmpetency Builders: 

8.0. 1 . 1 Wear personal safety apparatus according to Occupational Safety and Health 

Administration (OSHA) standards 
8.0.1.2 Weld with are welding et^uifm^nt 
8.0. 1.3 Cut with are welding equipment 
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Competency 8.0.2: Use oxyacetytene welding equipment 

Comiietency Builders: 

X X).l. \ Wear personal safety apparatus according to OSHA standards 
8.0.2.2 Weld with oxyacetylene welding equipment 
K.().2.3 Cut with oxyacetylene welding equipment 



Unit 9: Heating, Ventilation, Air-Conditioning, 

and Refrigeration Installations and Service 

Competency 9.0.1: Repair refrigeration units according to applicable 

codes 

Competency Builders: 

y .0. 1 . 1 Interpret operator's manual 

9.0. 1.2 Use gau^s to check head and suction pressure 

9.0.1.3 Troubleshooi refrigeration unit 

9.0. 1 .4 Test for leaks 

9.0. 1 . 5 Replace compressor* 

9.0. 1 .6 Install tube connections* 

9.0. 1 .7 Install expansion valve* 

9.0. 1 .X Install temperature valve* 

9.0. 1 .9 Install pressure valve* 

9.0. 1.10 Evacuate system* 

9.0.1.11 Charge sy.stem* 

Competency 9.0.2: Maintain heating, ventilation, and air-conditioning 

systems and components according to manufacturer s 
specifications 

Competency Builders: 

9.0.2.1 Interpret operator's manual 

9.0.2.2 Perform preventive maintenance 

9.0.2. 3 Troubleshoot forced-air control systems 

9,0.2.4 Troubleshoot gas system components 

9.0.2.5 Change filters 

9.0.2.6 Clean coils 

9.0.2.7 Check fans 

9.0.2. X Analyze gauge and thermometer readings 

9.0.2.9 Record gauge and themwmeter readings 

9.0.2. 1 0 Make minor bumer repairs 

9.0.2. 1 1 Check .stack temperature 

9.0.2. 1 2 Calibrate eletirical and mechanical temperature controllers* 

9.0.2. 1 3 Cle^n heat exchangers 

9.0.2.14 Repair ^.umps 

9.0.2. 1 5 Lubricat; moving system components 
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Competency 9.0.3: Replace heating, ventilation, and air-conditioning 

systems and components according to manufacturer's 
specifications and applicable codes 

Comi)eU'my Builders: 

9.0.3. 1 Remove and replace ba>«board heat units 

9.0.3.2 Reconnect related wiring and controls 

9.0.3.3 Remove and replace wall heaters 

9.0.3.4 Remove and replace exhaust/vent fans 

9.0.3.5 Remove and replace win£.iw/slecve -conditioning units 

9.0.3.6 Modify dirct work to fit new installations 

9,0.3.7 Replace pumps and motors 



Unit 10: Painting and Wallpapering 

Competency 1 0.0. 1: Use and maintain painting equipment and tools 

Comiwtency Builders: 

1 0.0. 1.1 Use appropriate personal safety apparatus 

1 0.0. 1 .2 Inspect a}uipn%nt and tools 

1 0.0. 1 .3 Use ^uipnr»nt and tCK>ls 

1 0.0. 1 .4 Maintain equipn%nt and tools 

1 0.0. 1 .5 Inspect spraying equipment* 

1 0.0. 1 .6 U.se spraying equipment* 

1 0.0. 1 .7 Maintain spraying equipment* 



Competency 10.0.2: Prepare surfaces 

Competency Builders: 

10.0.2.1 Caulk surfaces 

10.0.2.2 Tape seams 

1 0.0.2.3 Spackle surfaces 

10.0.2.4 Sand surfaces 

10.0.2.5 Clean surfaces 

1 0.0.2.6 Measure moisture content* 

10.0.2.7 Seal surfaces 

10.0.2.x Prune surfaces 



Competency 10.0.3: Set up for jobs 

Competency Builders: 

10.0.3.1 Select profw materials 

10.0.3.2 Select prc^ equj}Hi%nt and tools 

1 0.0.3.3 Perform safety inspection of ladders and scaffolding 

1 0.0.3.4 Erect scaffolding and lackkn according to Occupational Safety and Health 

Acbninistration (OSHA) standards 

10.0.3.5 Spt&iA drop cloths 

1 0.0.3.6 Apply masking liquids and ta;^ 
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Competency 10.0.4: Mix paint according to manufacturer's specifications 

Competency BuiltU^rs: 

1 0.0.4. 1 Interpret charts 

10.0.4.2 Match colors 

1 0.0.4.3 Mix colors to obtain desired shades 

10.0.4.4 Perform color styling through color selection 

10.0.4.5 Stir and mix paint 

10.0.4.6 Thin paints 

10.0.4.7 Strain paints 

Competency 10.0.5: Apply paint according to manufacturer's 

specifications 

Conifyetemy Builders: 

1 0.0.5, 1 Paint interior surfaces 

1 0.0.5.2 Paint acoustical surfaces 

1 0 .0 . 5 . Paint exterior surfaces 

10.0.5.4 AnJly first coat 

1 0.0.5.5 Apply second coat as necessary 

10.0.5.6 Apply varnish 

10.0.5.7 Paint over stain 

1 0.0. 5.K Use roller applicators 

10.0.5.9 Use brush applicators 

1 0.0.5. 1 0 Paint .surfaces with air spray gun* 

10.0.5. 1 1 Paint surfaces with airless spray gun* 

Competency 10.0.6: Apply wood finishes according to manufacturer's 

specifications 

Competency Builders : 

1 0.0.6. 1 Identify open- and clo.sed-grain woods 

1 0.0.6.2 Bleach and stain wood 

1 0.0.6.3 Apply and finish wood filler 

10.0.6.4 Apply sealer/shellac, varnish, and lacquer 

1 0.0.6.5 Rub and polish sealer/shellac, varnish, and lacquer finishes 

1 0.0.6.6 Identify finish defects 

1 0.0.6.7 Finish hardwood and .softwood floors 

10.0.6.8 Repair finishes 

10.0.6.9 Apply waxes 

Competency 10.0.7: Apply brick, cement, and stucco finishes* 

Competency Builders: 

1 0.0.7 . 1 Prepare brick for paint* 

10,0.7.2 Mix paint and apply to brick* 

1 0.0.7.3 Prepare cement or .stucco for paint* 

10.0.7.4 Mix paint and apply to cement or .stucco 

1 0.0.7.5 Prepare and paint cement floors* 
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Competenc^r 10.0.8: Apply metal finishes according to manufacturer's 

specifications 

Competency Builders: 

1 0.0. K. I Prq)are metal surface for painting 
10.0.8.2 Mix paint aiKl af^ly to metal Efface 
10.0.8.3 Mix aiMl apply aluminum paint 
10.0.8.4 Paint downs^uts, gutters, and flashing 
1 0.0.8.5 Apply paint electrostatically to metal surfaces* 

Competency 10,0.9: Apply special finishes according to manufacturer's 

specifications 

Ompetency Buil(krs: 

1 0.0.9. 1 Aj^Iy antique finishes 

10.0.9.2 Apply stipple finishes 

1 0.0.9. 3 Apply spatter finishes 

1 0.0.9.4 Apply texture paint 

10.0.9.5 Use stencils 

1 0.0.9.6 Use graining technique 

Competency 10.0.10: Estimate jobs* 

C(mpetency Builders: 

1 0.0. 10. 1 Estimate costs from blueprints, site requirements, and price lists* 
1 0.0. 10.2 Perform inventory control and resupply* 

Competency 10.0.11: Hang wallcovering according to manufacturer's 

specifications 

Con^wtemy Builders: 

1 0.0. 1 1 . 1 Select wallcovering materials 

10.0.11.2 Select wallcovering tools 

1 0.0. 1 1 .3 Use wallcovering tools 

1 0.0. 11.4 Maintain wallcovering tools 

10.0.11.5 Prepare new drywall surfaces for wallcovering 

1 0.0. 1 1 .6 Prepare new plaster surfaces for wallcovering 

1 0.0. 1 1 .7 Prepare previously papered surfaces for wallcovering 

1 0.0. 1 1 ,8 Measure and trim waUcovaing 

1 0,0. 1 1 .9 Af^ly paste to trimmed sections of wallcovering 

1 0.0. 1 1 . 1 0 Hang wallcovering on vertical sifffa-e 

1 0.0. 11,11 Hang and trim waUcovering around doors and windows 

1 0.0. 11.12 Hang and trim wallcovering around inside comers 

10.0. 1 1 . 1 3 Hang and trim wallcovering around outside comers 

1 0.0. 1 1 . 1 4 Hang and trim wallcovering inside and around arches 

1 0.0. 11.15 Hang and trim w^lcovering on ceilings 

1 0.0. 1 1 . 1 6 Hang murals 

10.0.11.17 Hang borders 

10.0.11.18 Cover switeh and outlet plates 

1 0.0. 11.19 Repair tears in wallcovering 
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Unit 11: Employability Skills 

Subunit 11.1: Career Development 

Competency 11.1.1: Investigate career options 

Competem y BuiUk'rs: 

11.1.1.1 Determine interests and aptitudes 

11.1.1.2 Identify career options 

11.1.1.3 Research occupations matching interests and aptitudes 

11.1.1.4 Select career(s) that be.st match(es) interests and aptitudes 

11.1.1.5 Identify advantages and disadvantages of career options, including 
nontraditional careers 

11.1.1.6 Assess differences in wages, annual incomes, and job opportunities based on 
geographic l(x.ation 

11.1.1.7 Develop a career plan 

Competency 11.1.2: Analyze potential barriers to employment 

ComiH'h'ncy BuiUiers : 

11 . 1 .2. 1 Identify common barriers to employment 

1 1 . 1 .2.2 Describe strategies to overcome employment carriers 

Unit 11: Employability Skills 

Subunit 11.2: Decision Making and Problem Solving 

Competency II.2.I: Apply decision-making techniques in the workplace 

Competency Builders: 

11.2.1.1 Identify the decision to be made 

11.2.1.2 Compare alternatives 

1 1 .2. 1 .3 Determine consequences of each alternative 

1 1 .2. 1 .4 Make decisions based on values and goals 

11.2.1 .5 Evaluate the decision made 

Competency 11.2.2: Apply problem-solving techniques in the workplace 

Compeiemy Builders: 

1 1 .2.2. 1 Diagnose the problem and its causes 

1 1 .2.2.2 Identify alternatives and their consequences in relation to the problem 

1 1 .2.2.3 Examine multicultural and nonsexi.st dimen.sions of problem solving 

1 1 .2.2.4 Utilize resources to explore possible solutions to the problem 

1 1 .2.2.5 Compare and contrast the advantages and disadvantages of each solution 

1 1 .2.2.6 Determine appropriate action 

11.2.2.7 Evaluate results 
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Unit 11: Employability Skills 

Subunit 11.3: Work Ethic 

Competency 11.3.1: Evaluate the relationship of self-esteem to work ethic 

ComfH'Wmy BuiUk'rs: 

11.3.1.1 Identify special characteri.stics and abilities in self and others 

11.3.1.2 Identify internal and external factors that affect .self-esteem 

Competency 11.3.2: Analyze the relationship of personal values and goals 

to work ethic both in and out of the workplace 

Competem y Builders: 

1 1 .3.2. 1 Di.stinguish between values and goals 

11.3.2.2 Detenrunc the impKMiance of values and goals 
1 i .3.2.3 Evaluate how values affect goals 

1 1 .3.2.4 Identify short-term arKl long-term goals 

1 1.3.2.5 Prioritize personal goals 

1 1 .3.2.6 Describe how penvonal values are reflected in work ethic 

1 1 .3.2.7 Describe how interactions in the workplace affa;t ixrsonal work ethic 
1 1 .3.2.S Examine how life changes affect personal work ethic 

Competency 11.3.3: Demonstrate work etjic 

Competem y Builders: 

1 1 .3.3. 1 Examine factors that influence work ethic 

1 1 .3.3.2 Exhibit characteri.stics that reflect an appropriate woric ethic 



Unit 11: Employability Skills 

Subunit 11.4: Job-Seeking Skills 

Competency 11.4.1: Prepare for employment 

CtmifJetemy Builders: 

1 1 .4. 1 . 1 Identify traditional and nontraditional employment sources 

1 1 .4. 1 .2 Utilize employment sources 

1 1 .4. 1 .3 Research job opportunities, including nontraditional careers 

11.4.1.4 Interpret equal employment opportunity laws 

1 1 .4. 1 .5 Explain the critical importance of j^rsonal appearance, hygiene, and demeanor 
throughout the employnwni process 

1 1 .4. 1 .6 Prepare for generic employment tests and those specific to an 
occupation/organization 



♦Advancing 23 f 

^ « Fuwnng ^^^^ ^^^^ |,VkL'.^k£ 



Building and Property Maintenance-4/92 



Cumpetency 11.4.2: D^ign a r^ume 

Competency Bml(kn: 

1 1 .4.2. 1 Identify personal strengths and weaknes.ses 

11.4.2.2 List skills and/or abilities, career objective(s), accomplishments/a'-hievements, 
educational background, and work ex];«rience 

11.4.2.3 Demonstrate legible written conimunication skill s using correct grammar, 
.spelling, and conci.se wording 

1 1 .4.2.4 Complete resume using various formats 

1 1 .4.2.5 Secure references 

Cumpetency 11.4.3: Complete and process job application forms 

Comiwtemy Builders: 

1 1 .4.3. 1 Explain the importance of an application form 

1 1 .4.3.2 Identify ways to obtain job application forms 

1 1 .4.3.3 Describe methods for handling illegal questions on job application fonrjs 

1 1 .4.3.4 Demon.strate legible written communication .skills using corred grammar, 
spelling, and concise wording 

1 1 .4.3.5 Return application to proper person, request interview, and follow up 

Competency 11.4.4: Demonstrate interviewing skills 

Competemy Builders: 

1 1 .4.4. 1 Investigate interview environment and procedures 

1 1 .4.4.2 Explain the critical importance of personal appearance, hygiene, and demeanor 

1 1 .4.4.3 Demon.strate question and answer techniques 

1 1 .4.4.4 Demonstrate methods for handling difficult and/or illegal interview questions 

Competency 11.4.5: Secure employment 

ComjH'tem y Builders: 

1 1 .4.5. 1 Identify present and future employment opportunities within an 
(X'cupation/organization 

1 1 .4.5.2 Research the organization/company 

1 1 .4.5.3 U.se follow-up techniques to enhance employn^nt potential 

1 1 .4.5.4 Compare and evaluate job offers 



Unit 11: Employability Skills 

Subunit 11.5: Job Retention Skills 

Competency 11.5.1: Analyze the organi/ational structure of the workplace 

Competency Builders: 

11.5.1.1 Identify and evaluate employer expectations regarding job performance, work 
habits, attitudes, p>ersonal appeari nee, and hygiene 

1 1 .5. 1 .2 Be aware of and obey all comp)ariy policies and procedures 

11.5.1.3 Examine the role/relationship b,;tween employee and employer 

11.5.1.4 Recognize opp>ortunities for advancement and reasons for termination 
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Competency 11.5.2: Maintain positive relations with others 

Cofi^Httency Builders: 

1 1 .5.2. ! Exhibit appropriate work habits and attitu(te 

1 1 .5.2.2 Identify behaviors to establish successful working relationships 

11.5.2.3 Cooperate and compromise through teamwork and group participation 

1 1 .5.2.4 Identify alternatives for dealing with harassment, bias, and discrimination based 
on race, color, national origin, sex, religion, handicap, or age 



Unit 11: Employability Skills 

Subunit 11.6: Job Advancement 

Competency 11.6.1: Analyze opportunities for personal and career growth 

ConifK'temy Builders: 

1 1 .6. i . 1 Determine opportunities within an (Kcupation/organization 

11 .6. 1 .2 Compare and contrast other opportunities 

1 1 .6. 1 .3 List benefits of job advancement 

11.6.1 .4 Evaluate factors involved when a.ssuming a new position within or outside an 
(Kcupation/organization 

Competency 11.6.2: Exhibit characteristics needed for advancement 

Competency Builders: 

1 1 .6.2. 1 Display a positive attitude 

1 1 .6.2.2 Demonstrate knowledge of a position 

1 1 .6.2.3 Perform quality work 

1 1 .6.2 .4 Adapt to changing situations and technology 

1 1 .6.2.5 Demonstrate capability for different positions 

1 1 .6.2.6 Participate in continuing education/training programs 

1 1 .6.2.7 Respect, accept, and work with ALL individuals in the workplace 



Unit 11: Employability Skills 

Subunit 11.7: Technology in the Workplace 

Competency 11.7.1: Assess the Impact of technology in the workplace 

Competemy Builders: 

11.7.1.1 Cite how past businessAmdustry practices have influenced present 
business/industry processes 

1 1 .7. 1 .2 Investigate the use of technology in the workplace 

1 1 .7. 1 .3 Analyze how present skills can be applied to learning new technologies 

Competency 11.7.2: l^se a variety of technological applications 

Competemy Builders: 

1 1 .7.2. 1 Explore basic mathematical, scientific, computer, and technological principles 

1 1 .7.2.2 Use technology to accomplish a.ssi^ned tasks 

1 1 .7.2.3 Create solutions to problems using technical means 
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Unit 11: Employability Skills 

Subunit 11.8: Lifelong Learning 

Competency 11.8.1: Apply lifelong learning to individual situations 

Compi'feiH'y Builders: 

1 1 .X. 1 . 1 Define lifelong learning 

1 1 . S . 1 . 2 Identify factors that cause the need for lifelong learning 

Competency 11.8.2: Adapt to change 

ComjH'h'ni'Y Huilders: 

1 1 . X . 2 . 1 Analyze the effects of change 

1 1 .S.2.2 Identify reasons why goals change 

1 1 .X.2.3 DescTlbe the importance of flexibility when reevaluating goals 

1 1 .X.2.4 Evaluate the need for continuing education/training 



Unit 11: Employability Skills 

Subunit 11.9: Economic Education 

Competency 1 1.9.1: Analyze global enterprise system 

CimijH'Wm y Ruilders: 

1 1 1 . 1 Identify characteristics of various enterprise systems 

1 1 .9. 1 .2 Examine the relationship between competition, risk, and profit 

1 1 . 1 , 3 lllustTdte how supply and demand influence price 

Competency 11.9.2: Evaluate personal money management 

Competency Huilder.s: 

1 1 . V.2 . 1 Describe the need for personal manageinent records 

II .9.2.2 Identify methods of taxation 

I ! .9.2.3 Analyze how credit affects financial security 

11.9.2.4 Compare types and irorthods of investments 

1 1 .9.2 .5 Prepare a personal budget 

1 1 .9.2.6 Be an informed and responsible consumer 

1 1 .9.2.7 Analyze the effects of advertising on the consumer 
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Unit 11: Employability Skills 

Subunit 11.10: Balancing Work and Family 

Competency 11.10.1: Analyze the effects of family on work 

Ccmipetency Buihlers: 

11.10.1.1 Recognize how family values, goals, and priorities are reflected in the 
workpliHie 

11.10.1.2 Identify present and future family structures and responsibilities 

11.10.1.3 Describe personal and family roles 

1 1 . 1 0. 1 .4 Analyze concerns of working parent(s) 

11.10.1.5 Examine how family lesponsibilities can conflict with work 

11.10.1.6 Resolve family-related conflicts 

1 1 . 1 0. 1 .7 Explain how to use support systems/community resources to help resolve 
family-related conflicts 

Competency 11.10.2: Analyze the effects of work on family 

Comf)eh'my Builders: 

1 1 .10.2. 1 Identify responsibilities associated with paid and nonpaid work 

1 1 . 10.2.2 Compare the advantages and disadvantages of multiple incomes 

11.1 0.2.3 Explain how work can conflict with family responsibilities 

11.10.2.4 Explain how work-related .stress can affect families 
1 1 . 1 0.2 5 Identify family support systems and resources 



Unit 11: Employability Skills 

Subunit 11.11: Citizenship in the Workplace 

Competency 11.11.1: Exercise the rights and responsibilities of 

citizenship in the workplace 

CompeU'tny Builders: 

11.11.1.1 Identify the basic rights and responsibilities of citizenship 

11.11.1.2 Examine the history and contributions of all racial, ethnic, and cultural groups 

Competency 11.11.2: Cooperate with others in the workplace 

Conyjetency Builders: 

11.11.2.1 Identify situations in which compromise is neces.sary 

1 1 . 1 1 .2.2 Examine how individuals from various backgrounds contribute to work- 
related .situations 

11.11.2.3 Demonstrate initiative to facilitate t^peration 

11.11.2.4 Give and receive constructive criticism to enhance cooperation 
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Unit 11: Employability Skills 

Subunit 11.12: Leadership 

Competency 1 1.12.1: Evaluate leadership styles appropriate for the 

workplace 

Comf)etefHy Builders: 

11.12.1.1 Identify chardcteristics of effective leaders 

11.12.1.2 Compare leadership styles 

11.12.1.3 Demonstrate effective delegation skills 

1 1 . 1 2. 1 .4 Identify opportunities to lead in tiie workplace 

Competency 11.12.2: Demonstrate effective teamwork skills 

ComiH'tency Builders: 

1 1 . 12.2. 1 Identify the responsibilities of a valuable group member 

11.12.2.2 Exhibit open-mindedness 

1 1 . 1 2.2.3 Identify methods of involving each member of a team 

11.1 2.2.4 Contribute to the efficiency and success of a group 

11.12.2.5 Determine ways to motivate otiiers 

Competency 11.12.3: Utilize effective communication skills 

Ctrntpetemy Builders: 

11.12.3.1 Identify the importance of listening 

11.12.3.2 Demonstrate assertive cc«nmunication 

11.1 2.3.3 Recognize the importance of verbal and nonverbal cues and ir>essages 

11.12.3.4 Analyze written material 

11.12.3.5 Prepare written material 

1 1.12.3.6 Give and receive feedback 

1 1 . 1 2.3.7 Articulate thoughts 

11.1 2.3.S Use appropriate language 



Unit 11: Employability Skills 

Subunit 11.13: Entrepreneurship 

Competency 11.13.1: Evaluate the role of small business in the economy 

Compewm y Builders: 

11.13.1.1 Identify the benefits of small business to a community 

11.13.1.2 Analyze opportunities for small business in a community 

Competency 11.13.2: Examine considerations of starting a business 

Comi>etenLy Builders: 

11.13.2.1 Rej^aah a business idea 

11.1 3.2.2 Compare various ways to become a small business owner 
i 1 . 1 3.2.3 Investigate factors to consider in financing a new business 
11.13.2.4 Evaluate entrepreneurship as a career option 
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